
WORKING WITH
AN INTERPRETER

HERE ARE SOME THINGS YOU CAN DO…

BEFORE
the meeting

DURING
the meeting

AFTER
the meeting

• Know which interpretation mode will be used during the meeting:

• Note: Sometimes interpreters switch modes during a meeting. Don’t be surprised and follow the 
interpreter’s lead.

• The interpreter needs to prepare for the meeting. Share with the interpreter as many details as possible about 
the event including audience, meeting documents, and visual presentations.

• Schedule sufficient time as the meeting may require more time than usual, especially if using consecutive 
interpretation. With consecutive interpretation, everything needs to be said in both the languages of 
the meeting.

• Have all meeting participants who plan to use interpretation services test and become familiar with 
the required technology.  In-person meetings usually require interpretation equipment if using the 
simultaneous mode.

• Online meetings require familiarity with the features of the online platform.
• Consider if you need someone to translate text in the chat during an online meeting so that the chat is 

accessible to all meeting participants.
• Interpreters cannot monitor the chat during their breaks.

• Ask yourself how the meeting went.
• Were you able to follow these guidelines?
• Provide feedback on your experience working with an interpreter to the meeting organizer.
• Is there anything you would add to these guidelines?
• Share these guidelines with anyone you know who works with interpreters.

SIMULTANEOUS  The interpreter renders what was said in one language into another language 
as a speaker is speaking. Simultaneous interpreters often use audio equipment during large 
language meetings.
CONSECUTIVE  The interpreter renders what was said in one language into another language 
during breaks between speech.

DOs
• Give the interpreter the opportunity to provide an 

introduction at the beginning of the meeting.

• Have only one person speak at a time.

• Talk directly to the meeting participants, not to 
the interpreter.

• Speak at a moderate pace and in a natural voice.

• Pause after expressing a thought or statement to 
allow for interpretation.

• Expect the interpreter to say what the speaker said 
and how the speaker said it.

• Know that the interpreter might pause the meeting 
to ask a speaker to repeat or clarify something that 
was said.

DON’Ts
• Don’t have side conversations.

• Don’t interrupt the interpreter.

• Don’t ask for the interpreter’s opinion on the 
meeting’s subject.

• Don’t ask the interpreter to perform any other tasks 
during the meeting such as taking meeting minutes.

For meetings with SIMULTANEOUS
interpretation, expect two interpreters 
who rotate during longer meetings. 
Offer periodic breaks if there is only 
one interpreter.

ENGLISH

Interpretation was one of the �rst services 
offered by the Gentzler Translation Center
when founded in 1979 and is currently provided 
to a variety of partners in multiple �elds through 
many languages. Our ever-expanding network of 
interpreters includes emerging and established 
professionals. We aim to match the training and 
knowledge of our interpreters to the assignment 
to provide the best possible experience.
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